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OFFICE  ERGONOMICS:  EVERYBODY’S  DIFFERENT 


Cumulative  Trauma  Disorders  (CTDs) 
such  as  Carpal  Tunnel  Syndrome, 
Tendonitis,  and  DeQuervain’s  Disease 
have  been  called  the  occupational  diseases 
of  the  90's. 


Simply  stated,  cumulative  trauma  is  ‘wear  and  tear’  on  our 
bodies  and  typically  stems  from  poor  workstation  design, 
improper  body  mechanics/postures,  and  repetitious  tasks. 

This  section  of  Risk  Matters  is  for  those  state  employees  that 
were  unable  to  attend  ergonomics/back  injury  prevention 
training  this  past  spring. 

If  you’re  interested  in  additional  training  or  a site-specific 
ergonomics  assessment,  please  contact  your  safety  coordinator 
or  call  RMTD  at  ext.  3486. 


Ergonomics  is  the  science  of  designing 
workstations  and  equipment  to  be  compatible  with 
people.  There  are  three  vital  ergonomic 
considerations: 

• Fit  the  job  to  the  person  - State  employees  come  in  a 
variety  of  sizes  and  shapes.  However,  workstations 
are  typically  designed  for  one  size  fits  all. 

• User  Friendly  - What  would  happen  if  the  light 
switches  in  your  office  were  mounted  sideways? 
Similarly,  there  are  easier  ways  to  use  equipment  and 
workstations.  Above  all,  they  must  be  adjustable  so 
that  they  are  compatible  for  different  users. 

• Work  Smarter,  Not  Harder  - Ergonomics  promotes 
efficient  use  of  workspace  and  enhances  productivity 
by  eliminating  unnecessary,  repetitious  tasks. 
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Services  to  State  Agencies 

Insurance  for:  Property,  liability, 
employee  dishonesty,  vehicle, 
aircraft,  other  risks. 

Legal  Defense/Claims  for: 
Liability,  property,  other  claims. 

Loss  Control:  Consulting  for  all  of 
the  above. 


RISK  FACTORS 


There  are  three  basic  CTD  risk  factors  for  state  employees  in  office  settings: 

• Posture  - Describes  the  positions  you  assume  in  your  work.  Take  sitting,  for 
example.  Most  of  us  spend  a significant  portion  of  our  day  doing  it. 

• Force  - Defines  the  amount  of  energy  expended  to  perform  a task  such  as 
lifting,  typing,  twisting,  bending,  or  turning.  By  holding  a load  close  to  your 
body  when  lifting,  the  forces  are  reduced  7 to  10  times. 

• Repetition  - Describes  the  frequency  with  which  you  perform  a task.  If  you 
type  just  40  words  a minute,  four  hours  a day,  you  keystroke  25,000,000 
times  in  any  given  year. 

ABC’s  of  Workstation  Comfort 


Here  are  some  tips  to  improve  comfort  and  to  reduce  cumulative  trauma  risk: 


A 


The  top  of  your  computer  screen  should  be  at  eye  level.  This  reduces 
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C 

D 

E 

F 

G 

H 


strain  on  your  neck. 

You  should  be  at  arm’s  length  away  from  the  screen  to  minimize  eye 
strain. 

Your  work  surface  should  be  at  elbow  level  to  eliminate  the  awkward 
postures  that  cause  strain  on  your  wrists  (carpal  tunnel)  and  arms. 

Your  chair  should  have  adjustable  armrests  that  support  your  arms  at 
elbow  level. 

Your  knees  should  be  slightly  raised  above  your  hips  to  reduce  lower 
back  strain. 

Your  chair  should  have  a seat  that  you  can  adjust  to  allow  your  feet  to  rest 

flat  on  the  floor.  The  backrest  should  contour  with  the  curvature  of  your 
spine  and  provides  lumbar  support,  or  use  a rolled-up  towel  or  ergo  pillow. 

A five-pronged  chair  base  with  casters  is  best  for  safety  and  mobility. 

If  your  feet  cannot  reach  the  floor,  use  a footrest. 


SAFETY  EXPO  96 

On  September  5,  1996,  approximately  600  state  employees  braved  cold,  rainy,  and 
windy  weather  to  attend  Safety  Expo  96  at  the  Capitol  Rotunda.  Numerous  activities 
and  workshops  were  designed  to  heighten  public  awareness  of  safety  issues,  and  to 
remind  us  all  that  accidents  can  be  prevented.  Safety  Expo  96  marked  the  second 
anniversary  of  Safety  Day  in  Montana. 

: - 
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In  his  keynote  address,  Governor  Racicot  reminded  families  and  employers 
throughout  the  state  that  from  1993  to  1995,  the  most  recent  year  for  which  statistics 
are  available,  vehicle  accidents  in  Big  Sky  country  increased  from  18,839  to  20,508. 
Over  the  same  period  of  time,  he  stated,  injuries  associated  with  these  accidents  have 
risen  from  9,288  to  10,255,  and  fatalities  have  jumped  from  194  to  215. 

The  Governor  also  cited  statistics  from  the  Bureau  of  Labor  Statistics  that  last  year 
alone,  449  Montanans  lost  their  lives  in  unintentional  accidents  stemming  from 
diverse  causes  such  as  firearms  use,  machinery,  electrocution,  railway  passage,  fires, 
and  falls.  In  addition,  workplace  violence  has  become  one  of  the  leading  causes  of 
homicide  nationally,  accounting  for  17%  of  all  fatalities  on-the-job. 

Finally,  Governor  Racicot  reminded  all  attendees  to  remember  the  theme  of  Safety 
Expo  96  and  to  ‘Be  Safe,  Not  Sorry!’ 


WHO 
YA 

GONNA 
CALL? 

Workplace  violence  has  become  one  of 
the  leading  causes  of  workplace 
homicide,  accounting  for  17%  of  all 
fatalities  nationally.  Many  state 
employees  deal  with  controversial 
issues  and  angry  people. 


Above:  Despite  unseasonably  cold  and  rainy  weather,  members  of  the  cabinet  gather  for  what  has  become  a 
Safety  Day  Tradition;  the  Fire  Extinguisher  Relay  Race! 


The  Risk  Management  & Tort  Defense  Division  appreciates  the  efforts  of  the 
Governor  and  the  cabinet  for  taking  the  lead  on  safety  by  demonstrating  their  support 
of  Safety  Day.  As  state  employees  let’s  all  do  our  part  to  reduce  the  high  costs 
and  tragic  fallout  associated  with  workplace  accidents  and  injuries.  How,  you 
ask? 

• Look  for  hazards  that  could  cause  an  accident  and  either  correct  them  or 

report  them  to  your  supervisor. 


Sometimes  tempers  flare  and  angry 
words  bum  you  or  the  person  at  the 
front  desk.  Most  of  us  have  a few 
examples  of  encounters  that  left  us 
uncomfortable  or  threatened  when 
dealing  with  clients  or  the  public. 

In  response  to  the  threat  of  violence,  a 
multi-agency  task  force  chaired  by  the 
Professional  Development  Center 
developed  guidelines  for  agencies  to 
use  in  developing  threat  response 
protocol  and  procedures  from  internal 
and  external  threates  of  violence.  What 
is  your  agency’s  procedure  for  letting 
employees  or  others  in  the  office  know 
that  there  is  trouble?  Does  your  agency 
have  a written  plan? 

Copies  of  the  guidelines  are  available 
from  your  Personnel  Coordinator  or 
Safety  Coordinator.  It  may  provide 
your  employees  with  some  peace  of 
mind  in  knowing  that  there  is  a plan  of 
action,  and  that  help  is  there  if  they  just 
let  someone  know. 

CRISIS  COMMUNICATION! 


• Report  accidents  as  soon  as  they  happen! 

• Work  smart  and  remember  that  accidents  don’t  just  happen,  they  are  caused. 

) Participate  in  training  sponsored  by  the  Risk  Management  & Tort  Defense 
Division,  State  Fund,  or  your  agency. 

® BE  SAFE,  NOT  SORRY!  You,  a state  employee,  are  the  state’s  most 

valuable  asset.  Don’t  take  chances! 


When  a heated  situation  occurs,  it  is 
often  difficult  to  know  how  to  respond 
and  what  to  say.  For  this  reason,  pre- 
crisis event  planning  drills  and  crisis 
intervention  communication  skills  are 
vital.  On  the  next  page  we’ve  listed  a 
few  tips: 
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® Agree  upon  a code  word  with 

a fellow  employee  such  as 
“Bring  me  the  yellow  copy” 
The  code  word  alerts  the  co- 
worker that  there  is  danger 
and  to  call  for  help! 

• Remain  calm  and  try  to 
diffuse  the  situation  by  being 
as  helpful  as  possible. 

• Do  not  use  threatening 
gestures,  words,  or  phrases. 

• Violent  acts  are  usually  not 
random,  but  occur  after 
repeated  threats.  Treat  violent 
threats  seriously!  Report 
them  to  your  supervisor, 
General  Services,  and  local 
police.  Notify  co-workers  to 
be  on  the  lookout. 

• If  the  situation  deteriorates, 
contact  the  local  police 
department  and  know  how  to 
escape  and  protect 
yourself. 

CRITICAL 
EVENT 
PLANNING 

Use  the  ‘Preventing 
Workplace  Violence’  guidelines  in 
conjunction  with  your  building 
evacuation  plan  to  determine 
appropriate  ‘critical  event’  planning 
alternatives  and  appropriate  threat 
response  protocol. 

We  hope  that  you  never  have  to  test 
the  guidelines  or  use  your  policy,  but 
a little  bit  of  planning  goes  a long  way 
towards  reducing  the  threat  of 
violence  in  your  agency. 


WHEN  RIVERS 
RAGE  ! 

This  year’s  spring  flooding  was  a 
painful  and  very  personal  reminder  for 
many  of  us  that  tragedies  and 
emergencies  do  occur.  The 
Department  of  Military  affairs  is  the 
state  agency  charged  with  the 
statewide  disaster  and  emergency 
plan.  However,  they  remind  us  that  we 
as  state  agencies  need  to  develop  our 
own  response 
protocol. 

DISASTER\ 

EMERGENCY 
RESPONSE 


What  would  you  do 
to  protect  state  assets  when  the  rivers 
rise,  and  flood  waters  lap  at  the  doors 
of  your  office  buildings?  A disaster 
and  emergency  plan  that  delineates 
responsibilities  of  agency  personnel  is 
paramount!  The  plan  should  indicate 
what  to  do  in  different  types  of 
diasters  and  should  establish  a ‘chain 
of  command’  for  agencies  to  mobilize 
resources  and  ‘humanpower’  to 
effectively  respond  to  the  crisis  at 
hand. 


TIMELY  TIPS 

For  samples  of  disaster  and 

emergency  plans,  please  contact  the 

Risk  Management  & Tort  Defense 

Division.  Meanwhile,  back  to  the 

question  ‘when  rivers  rage?’ 

Consider  the  following  precautions: 

• Listen  closely  to  local  news 
updates. 

• Follow  the  directions  of  law 
enforcement  and  the  national 
guard.  STAY  PUT,  if  it  is 
unsafe  to  travel. 

• Know  where  to  obtain  sand 
and  sandbags.  Consider 
stockpiling  a small  supply  of 
each  should  they  be 
necessary. 

• Follow  the  directions  of  local 
health  officials  should  your  ( 
drinking  water  become 
contaminated. 

• Move  valuable  equipment, 
supplies,  or  personal  effects 
upstairs  or  to  higher  ground. 

• Promptly  report  any  damage 
to  state  property  to  the 
following  address: 

Risk  Management  & Tort 
Defense  Division 
P.O.  Box  200124 
Helena,  Montana 
59620-0124. 


( 
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^EGAL  BRIEFS 

WORK-RELATED 

STRESS 


On  May  4,  1 990,  Gary  Stratemeyer,  an  eight  year  veteran  of 
the  Lincoln  County  Sheriffs  Department,  responded  to  a 
suicide  call.  En  route  to  the  scene,  he  learned  that  the  victim,  a 
teenage  girl,  was  still  alive.  Upon  arriving  at  the  victim’s 
home,  Stratemeyer  was  led  to  the  bedroom  where  he  found  a 
seventeen-year-old  girl  who  had  shot  herself  in  the  head.  The 
girl  was  being  held  in  her  father’s  arms.  Later  that  evening, 
Stratemeyer  learned  that  the  girl  had  died. 


Stratemeyer  was  unable  to  return  to  work  because  of  mental 
stress  and  anxiety  over  this  incident.  He  submitted  a workers’ 
compensation  claim  in  May  of  1990.  The  claim  was  denied 
four  days  later.  He  petitioned  the  workers’  compensation  court 
regarding  his  wage  loss  benefits  and  medical  expenses.  The 
court  determined  that  Stratemeyer  did  not  suffer  an  “injury”  as 
defined  in  §39-71-119.  Stratemeyer  then  filed  a separate  tort 
claim  on  the  basis  that  1)  Lincoln  County  negligently  failed  to 
provide  appropriate  training  to  prepare  him  for  this  incident; 
and  2)  the  county  failed  to,  supervise,  treat,  and  debrief  him 
following  the  incident. 

In  Stratemeyer  II,  Lincoln  County  argued  that  workers’ 
compensation  was  an  exclusive  remedy  and  applied  only  to 
physical  harm,  not  mental  stress.  The  Supreme  Court  held  that 
exclusivity  did  not  apply  to  Stratemeyer  because  he  never 
received  workers’  compensation  benefits  and  as  a police 
officer  his  occupation  was  covered  by  workers’  compensation. 

Stratemeyer  contended  that  the  traumatic  nature  and 
consequences  of  responding  to  the  suicide  were  foreseeable, 
and  post-traumatic  stress  disorder  is  a common  injury  for  law 
enforcement  personnel.  He  alleged  that  the  District  Court 
interpreted  the  statutes  too  narrowly,  when  it  construed  them 
to  include  only  physical  harm.  The  Supreme  court  concurred 
with  Stratemeyer  and  reversed  the  district  court  decision. 

LESSONS  TO  BE  LEARNED 


The  long  and  short  of  Stratemeyer  is  that  a court  may 
determine  if  an  employer  breached  its  duty  in  failing  to  train, 
supervise,  or  treat  its  employees  but  the  statutes  apply  to 
mental  as  well  as  physical  harm. 

Secondly,  as  a strategy  to  mitigate  risk  and  liability 
employers  should  weight  the  pros  and  cons  of  providing 
pining  for  its  employees  before  such  incidents  occur,  and 
appropriate  treatment  and  training  in  the  wake  of  a tragedy. 
Such  training  is  typically  referred  to  as  ‘critical  incident’ 
training/debriefing.  Before  or  after  a critical,  tragic  event, 
employees  can  be  referred  to  professionals  who  provide 
counseling  on  how  to  respond  to  these  situations. 


This  type  of  training  has  saved  employers  a lot  of  time  and 
money  as  the  federal  government  learned  after  the  Oklahoma 
City  bombing.  For  state  employees,  this  training  is  provided 
through  the  state  employee  assistance  program  by  VRI 
(Vocation  Resources  Inc.) . FOOD  FOR  THOUGHT! 

THE  FINE  PRINT! 

Is  the  fine  print  in  a contract  important  to  read?  Absolutely! 
A contract  defines  the  obligations  of  each  party,  and  the  fine 
print  may  add  responsibility  to  your  agency  or  take  away  its 
rights.  BE  CAREFUL  WHAT  YOU  SIGN! 

For  example,  a contract  clause  may  make  your  agency 
responsible  for  negligent  acts  of  the  contractor,  or  it  may 
require  your  agency  to  defend,  indemnify,  and  hold  harmless 
the  contractor  for  his/her  own  negligence.  Since  the  Tort 
Claims  Act  excludes  independent  contractors,  only  in  rare 
exceptions  will  the  Risk  Management  & Tort  Defense 
Division  grant  approval  and  provide  coverage  for  contractors. 


State  agencies  entering  into  contractual  agreements  with  third 
parties  should  require  the  contractor  to  ‘hold  the  state 
harmless’  and  to  defend  and  indemnify  the  state  for  any  and 
all  causes  of  action  arising  from  the  contractor’s  negligence, 
including  the  acts  of  subconcontractors  or  other  agents  of  the 
contractor. 

Remember  that  hold  harmless  language  by  itself  does  not 
guarantee  that  the  contractor  has  the  financial  resources  to  pay 
for  its  own  negligence;  therefore  agencies  should  require 
insurance  . The  type  of  coverage  required  of  the  contractor 
and  the  limits  of  coverage  will  vary  depending  on  the  risk 
associated  with  the  services  performed  under  contract. 

Here  are  some  other  common  pitfalls/clauses  to  avoid: 

• Language  that  requires  legal  action  to  take  place  in 
another  state  or  jurisdiction  (change  in  venue). 

• Clauses  that  automatically  renew  the  agreement 
unless  given  60  days  notice. 
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LEARNING  RESOURCE 
CENTER 


® Automatic  rate  increases  with  or  without 

limitation.The  contractor’s  insurance  coverage 
specifies  a sublimit  for  personal  injury  or  property 
damage  rather  than  a combined  single  limit  for  both. 

• The  contractor’s  insurance  policy  specifies  that 

insurance  coverage  is  excess  of  any  other  coverage 
versus  primary  for  the  contractor’s  negligence. 

Got  a question  on  hold  harmless  or  insurance  provisions  in 
contracts?  Give  us  a call! 

VEHICLE 
USE  AND 
INSURANCE 
COVERAGE 

One  of  the  more  common  questions  that  RMTD  receives  from 
state  agencies  is  “Who  can  drive  or  ride  in  state  vehicles?” 
The  division  is  in  the  process  of  reviewing  existing  policies 
and  insurance  coverages  with  the  intent  of  developing  a final 
position  statement  by  year  end.  Here  is  a summary  of  the 
division’s  existing  policy  on  uses/coverages.  If  you  have 
suggestions,  please  send  them  our  way. 

Authorized  drivers  of  state  owned/leased/loaned  vehicles 
include  state  or  university  employees,  elected/appointed 
officials,  members  of  boards,  councils,  and  commissions,  and 
volunteers  (§2-9-101,  MCA)  for  authorized  uses  as  noted 
below: 


( 


In  response  to  numerous  information  requests  from  state 
agencies,  the  Risk  Management  & Tort  Defense  Division  has 
created  a Learning  Resource  Center  (LRC).  The  resource 
center  is  designed  to  collect  sample  ‘best  practice’  policies, 
procedures,  and  programs,  from  state  agencies  and  other 
public  entities  and  to  provide  learning  resources  and 
information  for  state  agencies  to  use  for  purposes  of  training 
and  research.  Listed  below  is  a sampling  of  the  materials  that 
are  available  through  LRC: 

Safety  Talks  - A series  of  2 to  3 minutes  talks  covering  various 
safety  topics  including  electrical  hazards,  machines,  office  practices, 
housekeeping,  and  maintenance. 

Safety  & The  Supervisor  - A ‘must  read’  document  for  any 
supervisor  that  desires  to  improve  his/her  accident  record  or  start  a 
more  effective  safety  initiative. 

Videos  - A collection  of  24  videos  that  are  available  for  agency  use 
in  training.  BEST  RENTERS  include  ‘Office  Safety’,  ‘Office  Safety: 
It’s  a Jungle  in  There,’  and  ‘A  Bit  About  Backs.’ 

Best  Practices  - Sample  policies  and  procedures  include  Bloodbome 
Pathogens  (Missoula  County),  Personal  Protective  Equipment  ( 
(Montana  State  Hospital),  General  Safety  Rules  (Montana  State 
Hospital),  Respiratory  Protection  (Montana  State  University), 
Confined  Space  Entry  (Montana  State  University). 

The  Ergonomics  Process  - This  valuable  manual  addresses 
cumulative  trauma  risk.  Slides  are  available  to  use  in  training. 


Independent  contractors  are  not  state  employees,  therefore, 
they  are  not  authorized  drivers  and  are  not  typically  covered 
without  prior  written  approval  to  use  the  vehicle  from  the 
agency  head  and  RMTD  and  then  only  for  authorized  uses  as 
noted  below: 

Authorized  passengers  in  state  owned/leased/loaned  vehicles 
include  state  employees,  independent  contractors  on  official 
state  business,  guests  of  the  state  including  local  government 
officials  traveling  with  state  employees,  driver’s  or 
passenger’s  aides,  or  medical  aide  animals. 

Authorized  uses  of  state  owned/leased/loaned  vehicles  are 
uses  of  state  vehicles  under  the  direction  and  control  of  a state 
agency  or  the  university  and  are  lawful  activities  that  further 
the  mission  of  the  state. 

STAY  TUNED  for  more  on  vehicle  use  and  coverage! 


Safety  & Health  - A ready  reference  on  ways  to  mitigate  numerous 
occupational  and  personal  risks.  The  reference  manual  is  available 
with  a ‘copy  kit’  that  may  be  reproduced  for  use  at  safety  committee 
and  staff  meetings. 

Contractual  Risk  Transfer  - An  excellent  resource  for  contracts 
specialists  who  want  to  be  ‘in  the  know’  on  the  latest  techniques  in 
writing  contractual  agreements  and  developing  hold  harmless  and 
indemnification  clauses  in  contracts. 

Numerous  Other  - Publications  and  resource  materials  to  assist  you 
with  questions  on  insurance,  claims,  or  loss  control. 
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Request  for  Videotapes  & Publications 

The  following  videotapes  and  publications  listed 
in  Risk  Matters  are  available  free  of  charge  to  state 
agencies  and  local  government  upon  request.  Anyone  may 
borrow  up  to  two  videotapes  at  a time  rent-free  for  one 
week.  You  may  order  materials  by  calling  (406)444-3600 
or  send  this  order  form  to  RMTD,  P.O.  Box  200124 
Helena,  MT.,  59620-0124. 


VIDEOS 


□ A BIT  ABOUT  BACKS:  VOLUME  I, 
AWARENESS 

□ A BIT  ABOUT  BACKS:  VOLUME  II,  RISK 
FACTORS 

□ A BIT  ABOUT  BACKS:  VOLUME  III, 
PREVENTION 

□ AUTOSTRETCHING:  LOWER  BACK 

□ AUTOSTRETCHING:  WRISTS,  ARMS,  & 
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